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5 . 

GENERAL CORRBSPOMOBKCt FILES» These files consist of 
inter-office correspondence and reading files. 

1978 - Present 

mjURIfiS-QH-THE-JQB (I.O.J.)t These are duplicate 
records consisting of workmen's Compensation Injury-
Report; Supervisors Report 8 Follow-up; Doctor's 
Report <H i'ollow-up; and any awards made by Workmen's 
Coopeneation. 

1977 - Present 

ftPCIDJSJT IgPORTS/AUmMODILa REPORTS; These are duplicate] 
records consisting of estimates for repairs to vehicles 
damaged in an accident and include vehicle accident 
reports and related back-up materials. 

1975 - Present 

ilINUTSS OP BOARD AND CXB<MirJ5BS MEETINGS; 

Cut off at and of fiscal 
year, retain for three (3) 
additional years, then destroy. 

Cut off at end of fiscal 
year, retain for four (4) 
additional years, then 
destroy. 

Cut off at end of fiscal 
year, retain for six (6) 
additional years, then destroy. 

These are 
minutes of Boards of Trustees meetings for Police, Fire, 
and Hospital Trusties; Retirement Mediaal Review 
OwirJ.tt.se meetings» Risk Management Ccmmittse meetings? 
also files, tapes, log oooks of deoisions, and exhibits 
presented at these meetings. 

1971 - Present 

LIABILITY FILES: These are case files of liability 
claims filed under tha Hospital Medical Malpractice and 
General Liability, and the Professional Liability 
insurance programs. 

1975 - Present 

CONTINUED 

Retain permanently. 

Cut off at end of fiscal yeajf 
in which case is closedi 
retain for seven (7) addi­
tional years. 

Schedule approved by Department, Agency or Division Representative 

RICHARD BRJ. Sis'"*"™ 

Deputy Director, Off ice ot 
Date 

r 

S c h e d u l e A u t h o r i z e d by Ha l l of Records Commission Disposal Authorised by Board of Public Works 

KENNETH V . DUNCAN 
D a l * Archiv is t Date Secretary 

Distribution; White - Hall Of Records, Green - Hall Of Records, Canary - Brd. Of Public Works, 
Pink - Records Manager, Gold - Records Center, Blue - Department/Agency. 
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PEMSIOM & gSFERREO COMPENSATION FILES: These are file* 
for Police, Hospital, and Fire employees which contain 
documents pertaining to employment, salary, and retire­
ment information. Deferred compensation files contain 
records of employees participating in the Deferred 
Compensation Progwta. 

1973 - Present 

ACCIDENT CAUSE IDKOTIFICATIOti SYSTEM: These records 

Retain permanently. 

include monthly, quarterly, and yearly computer records 
of all accidents and injuries, as well as the original 
computer coding sheets foraeach incident. 

1975 - Present 

******** 

Cut off coding sheets at end 
of fiscal year, retain for 
three (3) additional years, 
then destroy. 

Cut off computer print-outs 
at end of fiscal year, retain 
for seven (7) additional 
years, than destroy. 

****** 
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